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THE S

STATE OF MISSISSIPPI
invites applications for the position of:

Paralega! Specialist

SALARY: 93I,375.41 Annually

OPENING DATEI 03/17/2t

CLOSING DATET 03/30/21 t1:59 pM

JOB TYPEr Full-Time

LOCATION3 25 - HINDS COUNTY

SHIFT SCHEDULE: Day Shift Onty

TRAVEL SCHEDULET None

TIME LIMITED POSTTION: No

AGENCY INFoRMATIONT This-Paralegal Specialist is with the Mississippi Board of Nursing. The
1:ly1!:ltgiT-u1t-Tr3oligitity wltLe to manaee the hearins aoir."tiro"g *iin Jiuring .rroocumenra_tron necessary and compleung administrative processes from eacli hearing cycliwithin the Board's legal divlsion.

CHARACTERISTICS OF WORK:

This is administrative work of a paralegal nature providing legal interpretation and consullation andperforming research and reference services. An incumbe"nt iit.rpr"ti 
"nJ "rpr"ir"-rr*r, 

*
regulations, and procedures to staff members; reviews reports and assists in preparation of legaldo-cuments that may require the referrar of cases for prosecution; i" ,e"fon"if,re-6i 

"rppiv]ng 
r"g"rreference services: and conducts extensive research. work is performJd ,"J"i tr" g!'"[i"r

supervision of an administrative superior. rncumbent supervises staff members.

EXAMPLES OF WORK:

Examples of work performed in this crassification incrude, but are not rimited to, the folowing:

lnterprets and explains federar and state raws, rures, regurations, poricies, and procedures to staffmembers.

Trains and supervises staff members in reference work techniques.

Supplies reference services upon request.

Assists in preparation and examination of legal documents affecung the agency.

Reviews reports that may include assisting in refenals of cases for prosecution.

Conducts extensive research upon request from agency..



MINIMUM QUALIFICATIONS:

ESSENTIAL FUNCTIONS:

These minimum qualifications have been agreed upon by subject Matter Experts (sMEs) in thisjob.class and are based upon a job analysii and the essential functions. However, it 
" "r'noia"t"believes he/she is qualified for the job alihough he/she does not have the ,inir6 qu"liication"

set.forth below, he/she may request special cbnsideration through substitution of rel;te; ;;;cation
and experience,. demonstrating the abirity to perform the essential functions ortne fositLn. nny
request to substitute related education or experience for minimum qualificatlons mLst be
addressed to the M.ississippi State Personnel Board in writing, ideniifying the related education
and experience which demonstrates the candidate's ability tJ perfomi al-f essential functions of theposition.

EXPERIENCE/EDUCATIONAL REQUIREMENTS:

Education:
A Bachelo/s Degree from an accredited four-year college or university;

AND

Experience:
One ( l ) year of experience in court filings, records, and appeals.

OR

Education:
Graduation from a standard four-year high schoor or equivalent (GED or High school Equivalency
Diploma);

AND

Experience:
Five (5) years of related experience, of which one (1) year must have been in court firings,
records, and appeals.

Substitution Statements:

Graduation from a standard four-year high schoot or equivalent (GED or High school Equivalency
Diploma), rerated education, and ielatedexperience may be subitituted 

"ni" "qrri 
urlrr. 

-''

Thirty (30) semester hours from an accredited schoor of raw may be substituted for the one (1)year of experience in court filings, records, and appeals,

Performs related or similar duties as required or assigned.

Additional essentiar functions may be identifled and incruded by the hiring agency. The essentialfunctions include, but are not llmiied to, the following:

1. lnterprets laws, rules, and regulations to existing and new staff members.

2' Examines and disseminates regar documents for conducting extensive research.



APPLICATIONS MAY BE FILED ONLINE AT:
h!!pjlzegetgy.governmentjobs.com/mississippjlCefeu!.cfm

Positlon #1848-0838-20 210317H N
PARALEGAL SPECIALIST

C1
210 East Capitol Street
Sulte 800
lackson, MS 39201
501-359-1406
601-359-1405

jpbs@giil nEsgy.
An Equal Opportunity Employer

Paralegal Specialist Supplemental euestionnaire

* 1. What is the highest level of educatlon (or semester hours of college) you have completed?
J None
J cED or High School Equivatency Diploma / High School DiplomaJ t year / 30 semester hours
J Associate's Degree / 2 yrc / 60 semester hours
J 3 years / 90 semester hours
J Bachelor's Degree
J Master's Deqree
J Specialist Degree
J Doctorate Degree

* 2. How many years of related experience do you have?
J No experience

I year of experience
2 years of experience
3 years of experience
4 years of experience
5 years of experience
6 years of experience
7 years of experience
8 years of experience
9 yea rs of experience
10 years of experience
More than 10 years

t 3. How many years of experience do you have in court fillngs, records and appeals?
J No Experience

I Year of Experience
2 Years of Experience
3 Years of Experience
4 Years of Experience
5 Years of Experience
6 Years of Experience
7 Years of Experlence
8 Years of Experience
9 Years of Experience
10 Yea rs of Experience
More Than 10 Years of Experience

* 4' Do you have at least thirty (30) semester hours from an accredited school of law?
J yes

JNo

J
J
J
J
J
J
J
J
J
J
J

J
J
J
J
J
J
J
J
J
J
J
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